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Railine!




mtern RGN0/ Payiine.d0a. virginia.gov.

Note: WA does not precede the web
address.



http://payline.doa.virginia.gov

ptreduction

"" SENWIEW CHIEERT payment iInformation
’ SENESST A Working days before the

0)ebV/i nt‘aqte.
-

& rrenit and year-to-date

2ZiiinEs Including regular pay,
overtime, shift pay, and special
payments.

View current and year-to-date
deductions withheld (both
employee and employer).




nreduction

Wiew Eederal and State taxable
WWages aspwell as individual tax
alections and associated

-

--
Witiilheldings:

Viewadirect deposit information and
assoeclated deposit amounts.




INPCIERS [Leave).

Previde historical payment and
leave Infiormation on the system for
24 months.




_ ‘, _a»
-'lnformrl ]

Internet”

Application Security - requires a user id
and password for system access.
Individuals will be required to keep this
iInformation confidential to provide the

utmost security to their individual
records.




Elliptici@uiave Cryptograph - ECC - Is a
server-nased program that protects
sensiitive data and prevents
unauthorized access to the server.




M Reguirements

_—
must be enabled for Java

F 2

er must be enabled for

Browser must be enabled for
Secure Socket Layer (SSL) Security
(128-bit version).

Connection speed of 56k modem
(or higher) is highly recommended.




Internet Explorer or Netscape
browsers, version 4.0 or higher.

Designed to be viewed at a screen
resolution of 800 by 600 or greater,
with a minimum of 256 colors.




Help Feablires throughout Payline:

Help buitten on left hand side
describes functions of the screen.

Underscored text activates pop up
boxes with additional information.




http ’Jo liIne.doa.virginia.qov

| -~
-

Note: WW\W does not precede the
web address.




Jassword Logon
o

DN (employee’s Social
INUIRRIGET).

e User Password.

-

Click on the Log On button.




IO Password Logon

3 Pawyline Login - Microsoft Internet Explorer
File  Edit “iew Favaoritez Toolz Help iEl
=4

=== Dreprarvimentd chAgf‘:n}.rz‘:—: ======---
Paylie! S ——

Welcome to Payline.

. Log On <=
e e e Your source for personal earnings, benefits and leave
W ACccount . ~
information.

Contact Us

Security
User ID (SSHN) |123458?89
Password |*='='='='1

If you are a first time user., simply enter your social security number and
click the forgot password/new account button.

Unused temporary Fayline passwords are deleted 90 days after issuance.
Permanent passwords will be deleted If Payline Is not accessed within 180 days.

You can wse Faiine if yowr agencly pracesses payrall using SRS,
If wow are not swre, contact wour agencl palyroll departrnernt.




0 Password Logon

| — _
ectpassword Is entered, the

csinlVIESSAJEs page displays.

=3 Payline Bulletin - Microsoft Internet Explorer _ (=) <]

File  Edit “iew Fawortes Toolz Help

=t
Deprartment ofﬁgcum.r!:-i

I Y : Y Y
I O B B Paiylie’ N I

Broadcast Messages

Welcome to Payline - a web enabled view of participating State
employee's earnings, benefits and leave information.
VIRGINIA STATE PARKS MAKE A GREAT GETAWAY OR VACATION!
CALL 800933-PARK
Click the Special Announcements Button to
learn how to turn off your central print Earnings Notice.

WVerify name, SSMN and address on pay stub and report changes to your
agency.

Login Successful




‘5‘ NEewrdser Logon

1€ Payline users must enter their

d click on the Forgot
ord/New Account button.

3 Payline Login - Microsoft Internet Explorer

i

-

Edit  “iew Fawvortes Toolz Help

Deprartment qugcum.-!:—:
A

Paylime!

Welcome to Payline.

<{==

TRrge EasR W ardy Your source for personal earnings, benefits and leave
w Account n ~
information.

Se curity

User ID (SSN) |1 23456784 _
—

Password

If you are a first time user, simply enter your social security number and
click the forgot password/new account button.

Unused temporary Fayline passwords are deleted 90 days after issuance.
Permanent passwords will be deleted If Payine is not accessed within 180 days.

You can wase Payline If vour agency processes payroll wsing CIFFPS.
If wow are not swre, contact your agencl payroll departrment.




NewrUser [Logon

SNIERSSINNSIERtered, the following

esEageNE displayed “LOOK FOR THE
TENMPORAR PASSWORD ON AN UPCOMING
SARINIINGS NOIICE.™ A temporary password

mUSt BENEEEIVEd belore belng able to logon to

deprarirrerl ._)IA(;L

Deprar
Palltrﬁ’e/

L ook for your new feimporary password o arn upocomntirng eartiinngs notice.




Wrlser Logon

rary password has been
ter the SSN and the temporary
ssword on the Log On screen, then click the

/a Payline Login - Microsoft Internet Explorer
| Eile Edit iew
Department qu'(.;c.;:n.r.'ufH
A}

Pailine!

Welcome to Payline.

Loeg On
Forgat Panswordl Your source for personal earnings, benefits and leave

Mew Accouni . -
Contact Us information.
Security

User ID (SSN)

Help
Password

If you are a first time user, simply enter your social security number and
click the forgot password/new account button.




NEWSUSer LLogon

—
1g Payline the personal
ation sereen prompts for:

2 setting of the password to a
ners 1Ized 5 to 8 character value (entered
twice forverification)

establish a “hint’ for the password

two e-malil addresses if desired.




NEWFUSEN Logon

¥
f
i il J—
; Payline Forgot Password - Microsoft Imternet Explorer
|

File Edit “iew Favortes Toolz  Help

i.]f;rrn'rmrm {Jff‘l.?”tlh'].r!'_‘-i

I O O -
D R Paylie’

Please enter new personal information. Enter a new password twice for
verification.

Email Address: |mwurkemail@state.va.us

Email Address 2 |myhnmeemail@hume.cum

Fassword: |’°'°'°'°"
Werify Password: |’°'°'°'°"

Hint: [puppy namel




.k

ddrésses are valuable as a tool
for new temporary passwords to be
emailed within minutes only If they
exist on the security record.




e NEW User LLogon

Payline Bulletin - Microsoft Internet Explorer
| File Edi

“Wiew Favorte:  Toaols  Help

i.]f;rrn'rmrm {Jff‘l.?”tlh'].r!'_‘-i

I O O -
D R Paylie’

Broadcast Messages

. Special Announcements

Welcome to the DOA Website

Login Successful
There is a special announcement.

l_l_ 25 Local intranst



gotten Password

EIcEIectrsoeial Security Number and an
Qffact g sw‘grd IS entered, the message
dinvalid Password™is displayed.
. ‘

3 Pawyline Login - Microsoft Internet Explorer

J File Edit e Faworites Tools Help

Dyeprarinrent u-ngchru.rn-: ..-------
- - f
Pailine! Y N

Welcome to Payline.

Log On
gt e Your source for personal earnings, benefits and leave
information.

MNew Accouni

Contact Us

Security
User ID (SSN) |
Password |

Invalid Password (T Wiolations) _

If you are a first time user, simply enter your social security number and
click the forgot password/hew account buttor.

Unused temporary Fayline passwords are deleted 90 days sfter issuance.
Permanent passwords will be deleted If FPayiine /s not gocessed within 180 days.

You can use Fayline if your agency processes pawroll using CIPPS.
I wou are not sure, contact oLy sgencly pawroll deparitrment.

25 Local intranet

@ http: A nt-cf A DA papline.s




pligotten Password

e

and re-enter the password or
omot Password/New Account’

’r
¥

c
UTCon.

<} Payline Login - Microsoft Internet Explorer _ =]
J File Edit View Favorites Tools Help

»

|

Department of Agcounts
EEEEEEEE partmer o™ IIEEEEEEE
— Pauylie NN -

Welcome to Payline.
Log On

FargotEeanwordy Your source for personal earnings, benefits and leave

New Account h f '
Contact Us information.

Sa curity

e <= User ID (SSN) [123456783
Password |

Invalid Password (1 Violations)

If you are a first time user, simply enter your social security number and
click the forgot password/new account button.

Unused temporary Payline passwords are delsted 90 days after issuance.
Permanent passwords will be deleted if Payline is not accessed within 150 days.

You can use Payiine If youwr agency processes payroll using GIPPS.
If yow are pot swke, contact your agency payroll department.

[

l_l_ 2n) Local intranet



=Rroetten Password

S are offered:

21 p@/iously stored hint or
equest a new temporary password.

4} PaylLine Forgot Password - Microsoft Internet Explorer HEER
J File  Edit “iew Favortes Toolz Help

|
Department @ A ounts

EEEEEEEE : I IIEEEEEEE

EEEEEEEE Payline IEEEE NN

Log On Invalid Password.
Hini Click hint to receive your previously stored hint.

Click new password to have a new password assighed.

=

l_l_ 25 Local intranet




otten Password

ton Is selected, the previously
S displayed. Click the ‘Log On’
tton and be returned to the Welcome to
reen to log In using the correct

e UfA?_r 2 IIII.....




gotten Password

— :
ember the password with the

N choose to have a new temporary
ssword assigned by clicking on the ‘New
' button.

3 PaylL ine Forgot Password - Microsoft Internet Explorer
J File Edit “iew Fawvortes oolz  Hel

=y
Department of A wirils
e TR 0 I
NN -,

Paylie!

Invalid Password.

_ Click hint to receive your previously stored hint.

B Password k new password to have a new password assigned.
Help




getten Password

| ask if the user wants a new
ypassword assigned. If so, click on

ccept

apyi_ e New Password - Mic

Are you sure you want a new fempovrary password assigned?




5F( gotten Password

ept” button IS selected and there iIs
‘dre_s_§ In Personal Options, Payline
/ill provide an opportunity to receive the
via e-mail.

3 Payl ine New Password - Microsoft Internet Explorer

ESEEE Ficasc enter your email address. (Must match previously entered email address)

Emait |

@ hittp: Afnk-cf QA A payline/




previously entered address! Please
enter your email address. (Must match
previously entered email address)" will
be displayed and another opportunity to
enter the correct e-mail address will be
provided.




S EOrootten Password
Pa'_uLine Mew Password - Microsoft Internet Explorer ‘

File  Edit “iew

Toalz Help

Favarites

Uf;rrn'rmrm {JfAt}t’tJHHr'H

I O O -
I I Paylie’

. I -2l address did not match previously entered address!

_ Please enter your email address. (Must maitch previously entered email address)

Email: |

l_l_ 25 Local intranst

@ http: A fnt-clAQ A payline




=Rroetten Password

3 PayLine Hew Pazsword - Microzoft Internet Explorer

J File Edt “iew Favortez Toolz  Help

=

Department ufﬁgrmun‘:—:
i

Payline!

Your new ftemporary password will be sent fo jrodgersiddon. stata v 1us.

Halp




=Rroetten Password

* -
‘ S'RESPONSE 1S BEING

SENT AUTOMATICALLY PLEASE DO
REPLY. TO THIS EMAIL **>

Peryeur request, your confidential
temporary Payline password is:
TDRYWRGE




ress does not exist or the
QO re‘geive the new temporary
sword via e-mail Is selected, click “Cancel”.

=} Payl ine New Password - Microsoft Internet Explorer

e EORgetten Password
T 7
_

»

J Fil=  Edit “iew Fawvortes Toolz  Help

.2 .0 B o a @ @ B g = oo =
Back Forwar d Stop Refresh  Home Search Favortes  History bd ail Frint Edit Discuszs

f.]{’]!rn'“}!{’f” U/f_a‘{(;('tih'!”_‘-i

Paylie!

EZTEE -icasc enter your email address. (Must match previously entered email address)

N Email: |




\EGrootten Password

"
d""
¥

—

ary password will be
On an upcoming earnings notice.

4} Payline New Password - Microsoft Internet Explorer

J Fil=  Edit “iew Fawortes Toolz Help

= . o @ 2]

Back Forsard Stop Refresh  Home

Q G P

Search Favortes  History

B 9 w . =

b il Print Edit Dizcuss

f.]{’]!r”'”}]{'f” ())‘CA(;('(HHHH

Rayline!

Would you like your new temporary password printed on an upcoming earnings
notice?

l_l_ 25 Local intranet



5';(. gotten Password

O “Aceept’ button is selected, there is
no Pa iccess until the new temporary

assword Is received. That’'s why it is
ant to store an e-mail address.

; Payline New Password - Microsoft Internet Explorer
J File Edit “iew Fawortez Toolz Help

. D @|S§Ch@ =

Stop Fefresh Horme Favorites  Histony d ail

Department qugc:J.r.'m‘:-i
A

Paiyline/

Look for your new temporary password on an upcoming earnings notice.

@ hittp: A4 nt-cf A0 A payline




=eIgoetten Password
Jdeposit notice Is no
er printed, and there 1s no
0 personal e-mail address, the

~ message “Would you like your new

temperary password e-mailed to
your payroll officer?" is displayed.
Click “Accept”.




EOroetten Password

¥
f
L. i
; Payline New Password - Microsoft Internet Explorer
J

File Edit “iew Favortes Toolz  Help

A

i.]f;rrn'rmrm {Jff‘l.?”tlh'].r!'_‘-i

"L 1 T T T 5
— 1 [ | 1 1[I Pawyline /

S VVould you like your new temporary password e-mailed to your payroll officer?




’r( gouten Password
Iﬁ MEsSsaPEshowing who will receive the
L giledi password Is displayed. It is
the son3|b|I|ty off that individual to
L diStrRBbEtNe new temporary password
to the.reguestor.

=

-




EOroetten Password

¥
f
L. i
; Payline New Password - Microsoft Internet Explorer
J

File Edit “iew Favortes Toolz  Help

A

i.]f;rrn'rmrm {Jff‘l.?”tlh'].r!'_‘-i

"L 1 T T T 5
— 1 [ | 1 1[I Pawyline /

Your new temporary password has been e-mailed to your payroll officer

_ (payrollididoa.state.va.us).




=Rroetten Password

Z ‘: -
ecelved by the payroll officer

@, ‘

=SS TEEERRESPONSE 1S BEING SENT
AUTOMATICALLY PLEASE DO NOT REPLY TO

THIS EMAIL ***

- -

-
A confidential temporary Payline password for
CHARLES C CONNER (SSNi1s111111113) of
agency 00230 was reguested and provided In
this email. Please forward this message to the
requestor.

Temporary password is: CW2V5XCX




qal Payroll, benefit and leave

ation.
It is used to communicate messages
both globally and individually to the
Payline user population. In the center of
the page, a global message intended for
all Payline users is displayed.




foacdcast Messages Page

"IN the bottom left hand
, Informational messages may
2ar which provide feedback to the
2garding actions which have been
e.d., Login Successful), or
which should be taken (e.g., You
have personal messages).




Broac ast Messages Page

_.al.- ..-‘
; Payline Bulletin - Microsoft Internet Explorer
File Edit “iew Favortes Toolz  Help

i.]f;:rn'fumﬂf {Jff‘l.?”tlh'].r!'_‘-i

T T T T 4 1 O Y
T T T I B 6 Payline’ 1 O

Broadcast Messages

Welcome to Pavline - a web enabled view of participating State
employee's earnings, benefits and leave information.
VIRGINIA STATE PARKS MAKE A GREAT GETAWAY OR VACATION!
CALL B00-933-PARK
Click the Special Announcements Button to
learn how to turn off yvour central print Earnings Notice.

Yerify name, 35N and address on pay stub and report changes to your
agency.

Login Successful




Announcements Page

o _
nnouncements page Is

holiday sebChristmas), will be displayed
INn the center of the page.
To view the special announcements,

click on the “Special Announcements”
button.




Announcements Page

_.al.- ..-‘
; Payline Bulletin - Microsoft Internet Explorer
File Edit “iew Favortes Toolz  Help

i.]f;:rn'fumﬂf {Jff‘l.?”tlh'].r!'_‘-i

T T T T 4 1 O Y
T T T I B 6 Payline’ 1 O

e p— ——— Broadcast Messages

Welcome to Pavline - a web enabled view of participating State
employee's earnings, benefits and leave information.
VIRGINIA STATE PARKS MAKE A GREAT GETAWAY OR VACATION!
CALL B00-933-PARK
Click the Special Announcements Button to
learn how to turn off yvour central print Earnings Notice.

Yerify name, 35N and address on pay stub and report changes to your
agency.

There is a special announcement.



Announcements Page

o’ -
1e text of the special

uncement(s) click on the ‘Read’
mpt to the left of the message. Once
1, the announcement can be
ed By clicking on the ‘Delete’

.

Any announcement not read or deleted
within 30 days will be automatically
deleted.




Announcements Page

it
; Payline Special Announcememts - Microsoft Internet Explorer
J File Edit “iew Favortes Toolz  Help

E Department of Agcounis
I I I B : i EN NN
— [ 1 [ I Paislie’ I I I O O

Special Announcements

. m Emplﬂ‘y’ee Mame: JOHMN M LINK
Short Description
[Read][Delete] ' ayline Fes MNotice Postponement

Reporting




al Messages Page

— _
'‘Messages page iIs used to

.ateimessages intended solely
e Individual Payline user logged

These messages will be displayed in the
center of the page showing: Employee
Name, Date of the message, and
Message Content.




(S 4
r

J File Edit ‘“iew Fawortes Toolz Help

Department of Agcounts
---====== f i 9{*/
Payline,

Personal Messages
% Employee Mame: First M Last

Date Message

[Delete] 01/01/1900 Test Messzage




al Messages Page

—
may remove a message by
) the ‘delete’ prompt shown to

ft of the date.

mational message will be

displayed stating the message has been
deleted.

Any message not deleted by the user
will automatically be deleted within
thirty days.




IN Menu Page

page Is the central navigation

line. Navigation buttons located
1and margin of the page link to
Ine pages or perform requested

<} Payline Bulletin - Microsoft Internet Explorer
| Eile Edit e Favortes  Tonols  Help

Department uft{g-‘r-: RIS IIII.....
Payline!

Main Menu

Pay History

Leave History

Pa I Opti s % i i 4
by phacitid To view payroll, benefits and leave information for JOHN M LINK {12

Brcadcast Messages select one of the options on the left menu.

Contact Us

Help
Log Off

The data found within reflects payment information as a service to participating
State employees. Questions or concerns regarding the accuracy and
Sat Mask completeness of this information should be directed to the employing
agency's Payroll or Human Resource departments.

Reporting




- dain Menu Page
L( Blickifig on this button will link
__ O a listing of payment

I
nformation showing :
— tailed breakout of his earnings
dedu
age paid benefits
3 onal information.

A linkito view and print a facsimile of the earnings
notice.

Leave History - Clicking on this button will link
the employee to a listing of leave period end
dates. From this list, the employee will be able
to obtain a complete display of their detailed
leave balances for each period.




vain Menu Page

ins - Clicking on this button links

e-mail address
paperless payroll election.

Paperless payroll allows convenient, secure,
and repeat access to pay information, as well
as saving the State money by eliminating their
centrally printed earnings notice.




dain Menu Page

ssages - Clicking on this

=

-
Questions concerning HR, changing

addresses, taxes, etc. should be
directed to appropriate agency
personnel.




dain Menu Page

King on this button links the
yee 1o a page where the user can
act DOA regarding:
orePIEms theyfare ineurring with this site
sugEEstedlenhancements
compliments.
L

Log Off - aicking on this button will return the
employee to the Log On page and sign the user

out of Payline.




tf}g existing information

4

WALy, Number

REssWord (the actual password is not displayed, but an
“indicates it does exist.)

EmailfAddress
Email Address 2
Hint (te help iIn remembering current password.)

Rec Earnings Notice (Election regarding receiving a
printed earnings notice)

Date Password Changed - reflects last date your
password was altered.




File Edt “iew Favortez Toolz  Help

=

Department ufa'i-gmmn‘:-:
i

¢ o
Paiyline! ]

View Personal Options

85N 111111113

Password #*

Email Address coonneri@state va.us

Email Address 2 coocotneri@emailaddress. com
Hint b ers

Rec Earnings MNotices =

Date Password Changed DEM=2003




ersonal Options

B _
onal Options page provides

e user the ability to change
ne or all of the following:

the actual password is not displayed, but an
Isplayed for each password character.)

| Address
Email Address 2
Hint (to help in remembering current password.)
Rec Earnings Notice (Election regarding receiving a
printed earnings notice)**

** If the employing agency has elected to

stop printing ALL earnings notices, this field
cannot be changed.




Department qugrn.ru.r:‘.-—:
A

Payline!

Edit Personal Options

111111113

ICCD nner@state va.us

|I:I:I:Dnner@emailaddress.com
numbers

Rec Earnings MNotices m

Date Password Changed QO3/03/20073

After entering the new information, press the
Accept button and the information will be
displayed on the View Personal Options page.




sing the scroll bar.)

The pa me-nt Indicator denotes the type
of payment represented. This may be
one of three values. A blank denotes a
typical payment made in the form of a
check or direct deposit.




1y History Screen

_.‘- .‘
; Payline Pay History - Microsoft Imternet Explorer
| File Edit ‘iew

Favartes  Toaolz  Help

A

Department of Bgcounts
I I I B : i / 1 I I O O O
- L ] Pﬂlulf : EEENENEEES

Pay History

Pay His tory Detail
. Inguiry
Employee Mame: CHARLES C CONNER

Payment Agency Pay Period Payment
Date Indicator

Wiewy Pay Stub 113002002 Demonstration Company 11002002 - 1172472002

View Pay Stub 1M 52002 Demonstration Company 10282002 - 11092002 Vi
View Pay Stub 1M 52002 Demonstration Company 10282002 - 11092002

Click on Payment Date for detail pay information. (Payments are displayed in the order in wiich they are
calcidated in the payrofl system.)



IStory Screen

yment indicator column,
e ﬁversmg or voiding of one of

ose pay nents due to processing errors,
als of the payment due to time lost from

aps a lost payment.

An “NP=n the payment indicator column,
represents a transaction entered into the
payroll system to record a payment made
outside of the payroll system. This is
considered a "non-paid" payment as the actual
payment was made through petty cash or

some other mechanism.




IStory Screen
—

mployee has multiple pay
Or one payment date, all payment
rmation will be collated into one record.

s (VC) and non-paid manual
NP) are listed separately.

e




‘5‘ View: Pay: Stub

’ | —
To visw Of Orll t arfacsimile of the current pay
SUUINCIICKeEN View Pay: Stub”.

ayline Pay Hizstory - Microzoft Internet Explorer

Eile  Edit

Wiew  Fawvortezs  Toolz  Help

Department Ung.cumn‘H
a

Payli

Payv History
Pay His tory De tail
i quiiry
Payment Agency Pay Period Payment
Date Indisator

Emplflyee Wame: CHARTES C CONNER

Viewr Pay Stub | 11530052002

Diernonstration Coroparnsy

1151052002 - 1152402002

Wiew Pay Stub |11 58002

Dermonstration Coroparny

1002552002 - 110972002

Wi

Wiew Pay Stub (1107572002

Diernonstration Coropany:

1052552002 - 110552002

Click on Popment Dale for detail pap information. (Papmenis are disploped in e order in which thep are
cafculated in He payroll sestem.)




SVIEW Pay Stub

il

; Payline - View Pay Stub - Microsoft Internet Explorer

Primt

Close

COMMOMNWEALTH OF VIRGINIA
DEMONSTRATION COMPANY

No Leawve Information Available

OFFICIAL PAY RECORD

Pay Period Date

1102002 - 1142472002

Employee
CHARLES C CORMMER

Address
TEST DR
RICHMOMD WA 23233

Soc Sec Number
111111113

Payment Date
1153002002

Earnings

Deductions

Units Description Currem Description Currem ¥TD
40.00| Regular Pay 3,200.00 Dependent Care 50.00 20000
Flex Admin Fees 0.88 3452
Fretax Hith Care GE.00 264.00
Optional Gro Life 145.00 G0.00
DoAs FUTURE 17.450 F0.00
Federal Inc Tax ag2 32 2,319 54
HI Tax 44 245 176.99
OASD Tax 18914 TaR. 7T
State Inc Tax 168874 F34 96

¥TD
12,800.00

Curremt
3,200.00

Gross Pay

Curremt

Deductions 1,123.88

¥TD
4,485.75

50.00 DEFOSITED BAMK. 251472856 ACT 2586131

Net Pay

2,076.12




e statemeni; “@iical Pay Record™ and
jEzlie Segl of Virginia (Permission to use the State

ayedistub isishaded in green, but
changes te'white when the underscored 'print'
function Is used. This is done to save ink on
color printers.

A description of each earnings type and
deduction can be displayed by placing the
cursor on the underscored word and clicking




tory Detall Inquiry
— .
ory Detail Inquiry page
( the ability to query the
atabase and produce a printable report
" apout _
all pay types
deductions (employee and employer paid)
healthcare/retirement plans
federal/state tax elections

direct deposit information.




b

ory Detail Inquiry

il
; Payline Pay History Detail Inquiry - Microsoft Internet Explorer
| File Edit ‘iew

Favartes  Toaolz  Help

A

Department of Bgcounts
I I I B : i 1 I I O O O
- L ] Pﬂlulfﬂ?e EENNEE NS

Pay History Detail Inquiry

’ SuTHH B quant Employee Name: CHARLES C CONNER SSN: 111111113
Pay History
Detail Type:

Select All

T ves
Earnings & ves O RO Current Pay ves & o

Met Pay o ves O Ro Employee Faid Deductions ¢ wvas & pg
Emplover Paid Deductions Cives 0 Mo Direct Deposit Cvag @0 ppg
Federal Tax Elections ives 0 Mo State Tax Elections vps o

Local Tax Elections (@ es O Mo Health Care Elections Cores 8 pg

Retirarment Elections ves 0 Mo FediSt Taxahle Wages  vps o
FlCA Taxahle Wages

Check Date Range:

From [11/01/2002 To [0




tory Detall Inquiry

uttons corresponding to the
ed‘gformatlon and enter the
e |f|ed peginning and ending check dates for

of one or more specific radio buttons
can limit the information displayed.

After clicking on the desired buttons, click on
‘submit request’ and the results will be

displayed.




tory Detall Inquiry

—

-
; Payline Pay History Detail - Microsoft Internet Explorer

File Edit “iew Favortes Toolz  Help

Pay History Detail
Inquiry

Employee Name: CHARLES C CONMNER

Pay History Detail

SSN: 111111113 Selection Dates: 110172002 - 11/30:2002

Local Tax Elections

Pay
Check Date Period Total Earnings | Net Pay | Allowance Add Amt

112002 | 102502002 - 11092002 3,200.00 207812 0 0.oo
1152002 |1 072502002 - 11/0972002)  -3,200.00 -2,076.12 0 0.0
T1E02002 (11 0ar2002 - 1172472002 3,200.00 207612 1] 0.00




tory Detall Inquiry

— _
‘'Select All' radio button, all
ation will be displayed.

- | ts do not display the information
the useil King for the user may need to

ent ew range of dates and submit the
Inquiry again.




: tory Detall Inquiry
-“ he SELECT ALL option is
~ chosen or If numerous radio buttons are
ed, the user will not be able to
. print alfthe information shown. Limiting
your selections will allow for printing of

the requested information.

e




ent Information

ment date not view pay stub.
ayment Information page displays:
Sachdetanedibreaikeut of earnings
6--ucﬂnps‘
NetioE
SsUmmaRy eiragenecy paid contributions
benefits:

taxes.
Descriptions of earnings and/or taxes can be
accessed by using the underscored link.

Navigation to detailed payment information is
accessed through link buttons on left.




P - -
Pavment Information

1 ..-‘
; Payline Payment Information - Microsoft Imternet Explorer
File  Edit

“Wiew Favorte:  Toaols  Help

—_—

A

Deprartment {{}‘A:}fﬂﬂj;fﬁ ..- -----
Pﬂiy’ liire 1 5 Y

Payment Information

Agency Paid Contributions
. De tail

Employee Name: CHARLES C COMMER  Agency Name: Demonstration Company

Presentation of Taxable
Wages

= = Payment Date: 11/30/2002 Pay Period: 111002002 - 1152452002 Met Pay: 2 07612
Direct Deposit/Add’l Profile

Pay History Click on Earnings or Deduction Type for detail information

Earnings Employee Paid Payroll Deductions
Type Current Current  ¥TD ¥TD| |Twpe Current ¥TD
Hours Amount Hours Amounnt Amount Amount
Eegular Pay 40,00 320000168000 12,800.00 Dependent Care a0.00 20000
Flex Admin Fees 0.8s8 3482
Total 3,200.00 12,800.00 Pretax Hith Care GE.00 264.00
Earnings Optional Grp Life 15.00 E0.00
DOAFUTURE 17.50 Fo.oo
Current Year to Date Federal Inc Tax 50232 2,319.54
. HI Tax 44 25 176.949
f'i::r'. ::)?I?;;??‘;Pmd 814.26  3.257.04) loasp)Tax 189189 7SE.77
- State Inc Tax 1658.74 634 .96

Total Employee 1,123.88 4,485.78
Paid

Deductions




2ald Contributions Detalil
{4 -
IEVAGERGYARAIC Contributions Detail
gagerdisplaysia detailed presentation of
2Rk andiyearte-date agency paid
IibliIERSTto Benefits and taxes for
2nit date selected.

.

e




ey Paid Contributions Detall

il
; Payline Agency Paid Contributions Detail - Microsoft Internet Explorer
| File Edit ‘iew

Favartes  Toaolz  Help

A

Department of Bgcounts
I I I B : i 1 I I O O O
- L ] Pﬂlulfﬂ?e EENNEE NS

Agency Paid Contributions Detail

Return to Payment i
. Information Employee Name: CHARLES C COMNNER Agency Name: Demonstration Company

Pay Period: 11102002 -

Payment Date: 1173002002 11774572007

Click on Contribution Type for detadl information

Agency Paid Contributions

Type Current ¥TD

Amounnt Amount
Fetiree Hith Cred 2848 113.92
Fetirerment 160.00 E40.00
Group Life Ins 25 60 102.40
Ady Pd Healthcare 332.50 1,330.00
Lonatrim Dishbility 34.24 136.96
Hl Tax 44 25 176.99
DAS01 Tax 189149 TaeE.fvy
Total Agency Paid Comribwtions B814.26 3,257.04




esentation of Taxable Wages
-'i Ion of Taxable Wages
~ displays how federal, state and FICA
able wages were calculated.

- The year-to-date values shown are as of
the time that payment was calculated.

Total Earnings are reduced by those
non-taxable earnings and pre-tax
deductions to which some taxes are not
applied.




ation of Taxable Wages

J‘

; Payline Taxable Wages - Microsoft Internet Explorer
| File Edit ‘iew

Favartes  Toaolz  Help

A

Department of Bgcounts
I I I B : i / 1 I I O O O
- L ] Ptlu’lff A EENNEE NS

Presentation of Taxable Wages

Return to Payment .
. Information Employee Name: CHARLES C CONNER  Agency Name: Demonstration Company

Pay Period: 117102002 -
1152412002

Click on Earninigs Type for detail information

Federal/State Wages FICA Wages

Currentear to Date Currem

Payment Date: 1173002002

YWear to Date

Total Earnings 3,200.00 12,200.00] [Total Earnings 3,200.00 12,800.00

l ess: | ess:
Dependent Care a0.00 200000 Dependent Care 50,00 200,00

Flex Admin Fees 0.a8 382 Flex Admin Fees nas 382
Pretax Hith Care BE.00 264.000 Pretax Hith Care BE.00 264.00
DOA FUTURE 17.50 7000 oA FUTURE 17.480 Fo.ao

Federal’State Wage (Taxable) 3.065.62 12,262.48] FICA Wage (Taxable) 3,065 K2 12,262.48




spl‘iys additional personal
related to the payment selected
2 Pay History page.

ek (ABA reuting #) and account number
e the depesit has been made.

[thiCare and Retirement Elections — the name of the
provi and the membership type elected by the
employee for health care and the retirement plan the
employee is enrolled in.

Employee Tax Elections — the employee’s federal, state
and local tax withholding elections submitted on Form
W-4 and VA-4.




0osIt Detall and Add'l Profile Data

il
; Payline Direct Deposit and Additional Profile Data - Microsoft Internet Explorer
| File Edit ‘iew

Favartes  Toaolz  Help

A

Department of Bgcounts
I I I B : i 1 I I O O O
- L ] Pﬂlulfﬂ?e EENNEE NS

Direct Deposit Detail and Additional Profile Data

Return to Payment i
. Information Employee Name: CHARLES C COMNNER Agency Name: Demonstration Company

Pay Period: 117102002 -

1172452002 Payment Date: 1173002002

Direct Deposit Bank Information: Employee Tax Elections:

Amount Deposit Bank Account No| |Federal Tax Status

a0.00 251472856 2586131 |Federal Tax Allowance ooooz
202612 251472856 111222 |Federal Tax Add Amt. 0.oo
State Tax Status Single

State Tax Allowance ooooo

Health Care and Retirement

N ) State Tax Add. Amt. 0.00
Elections: Local Tax Allowance ooaoo
Local Tax Add. Amt. o0.ao

Health Care: Retirement:
ey Advantage YRS - Buyhack
Double State Family Cwroe




eave History

—

The desired ‘leave as of period’ may be
viewed by moving the mouse pointer
over and clicking the left mouse button.

This will link the user to the Reported
Leave Balances page.




eave History

il —
2 Payline Leave History - Microsoft Internet Explorer
J File Edit “iew Fawvortez Toolz Help

=

Department of Ageonnis
NN : " NN
1 [ 1] Pauli { 1 I I O

Leave History
Leave History Detail

m Employee Name: JOHNT STROUD

Date
1oarzonz Demaonstration Company
10/z24r2002 Demaonstration Company
Cﬁcﬁr".eave As of Date for Leave Balances by Cateqgory.




ave Balances

— ,
ances page lists leave

y type. From this list the
ee is‘able to view leave balances

ented leave types (e.g. annual,

year—'to‘!jate usage of accumulated leave
types (e.g. military, disability, worker’s
compensation, etc.).
The annual leave accrual rate and
maximum year-end leave balances

carryover limit based on years of service
IS also displayed.




Leave Balances

J—

; Payline Leave Balances - Microsoft Internet Explorer

File Edit “iew Favortes Toolz  Help

.“.--m

Payliwe!

Leave Balances

Leave Detail

Employee Mame: JOHN T STROLUD Agency: Demonstration Comipany

Leave History

Leawve Balances as of: 10/24/2002 Current Annual Leave Accrual Rate: 3.0 hours per pay period

Maximum annual leave balances carryover: 432 hours as of January 9, 2003

Leawve Type

Balance as of
1M 0r2002

Accrued
Current

Accrued
Year-to-date

Used
Current

Used

Year-To-Date

Period Ending
Balance

Annual

132.0

9.0

18.0

0.0

0.0

140.0

[FamilyPersonal

0.0

0.0

0.0

0.0

Sick

1,819.5

4.0

10.0

0.0

0.0

1,829.5

0.0
0.0
0.0
0.0
0.0
0.0

0.0
0.0
0.0
0.0
0.0
0.0

0.0
0.0
0.0
0.0
0.0
0.0

0.0
0.0
0.0

0.0
0.0
0.0

0.0
0.0
0.0
0.0
0.0
0.0

Crvertime
Compensatory
|Recognition
|Disability Credit
Cin Call

|Eonus

0.0
0.0

0.0
0.0

Year-to-Date Accumulations (these do not reflect remaining balances)
Isick Family 0.0jCommunity Service D.D|M
[Education 0.0fCivil 0.0[LWOP Period
|I'-.|'Iilim|}g 0.0[Worker Compensation III.IZIILWEPF' YTD
|P| e-L ayoff 0.0|Ehort-Term Disability D.DlBMi:rl} NTD




ave Balances

the most recent leave activity
kgxed at the close of the last

ncy does not use CIPPS Leave,
INg message Is displayed:

e

“NO LEAVE HISTORY RECORDS FOUND.
AGENCY MAY NOT PARTICIPATE IN CIPPS
LEAVE.”




eave Detall

all page provides the
r the ability to inquire about
all leave transactions that were
INg a specific ‘as of’ leave

| |od-selected IS displayed In the
heading ‘of the page. These detall
transactions support the current hours
Information found on the Leave Balance

page.




eave Detall

a—

il
; Payline Leave Balances - Microsoft Internet Explorer
| File Edit ‘iew

Favartes  Toaolz  Help

A

Department of Bgcounts
I I I B : i / 1 I I O O O
- L ] Pﬂlulf : EEENENEEES

Leave Detail

. Reported Leave Balances

Employee Name: JOHMN T STROLD Agency: Demonstration Company

Transaction keyed during period ending: 1072452002

L eave Accruals reported as “earned” on thrve 15th of the monith are for the pay period ending the 9y
leave accruals reported as “earned” as of the end of tre ot are for the pay period ending the 24140

Leawve Transaction Description Hours Date Date
Type From To

AE Annual Leave Earned 9.0 105222002 1052352002
SE Sick Personal Earned 5.0 102252002 10232002




jistory Detail Inquiry

gtall Inquiry page provides

D Inquire about all leave types

ere entered during a specific time

% PErioch pecific leave types that were
entered ddring a specified time period.

These seleections are determined by
clicking on the appropriate radio
buttons provided and entering the
specified leave beginning and end
period dates.

When all transactions is selected, the
leave type check boxes are grayed.




}’ IStory Detall Inquir

a Payline Leave Hiztorp - Microzoft Internet Explorer

J File Edit “iew Favorites Toolz  Help

=l
Department of Rgcounts
NN cparimen S / e | [ [ [ |
T [ . Pailine R ]

Leave History

Leave History Detail

Inquiry _

m Employee Name: JOHN T STEOTID
o

Daie
1102720032 Diernomstration Corganyy

1042452002 Diernonstration Corpany
Click on Leave As of Dale for Leave Balances by Categon.




IStory Detail Inquiry

—
rm Request

e drop down box to select all
encies or a specific agency.

he type of Inquiry desired.

nsactions within a date range - shows all
ansactions that were keyed during the dates

-sggciﬁed.
A specific transaction type within a date range

- shows the specified transaction type during
the dates specified.

Select Leave Type - choose the leave
transaction type to be displayed for the
dates specified.




IStory Detail Inquiry

I —

; Payline Leave Detail Inquiry - Microsoft Imternet Explorer
J File Edit “iew Favortes Toolz  Help

Department of Bgcounts
I I I B : i EN NN
- L ] Pﬂlulfﬂ?e EEENENEEES

Leave History Detail Inquiry

p
Employee Name: JOHMN T STROUD Agency: | Demanstration Campany 7|
I "y Ty
& All transactions within a date range

A specific transaction type within a date range

Leave
type:
T Annual T Sick T FamibyFersonal T Compensatory T Overtime [ Recognition

Al Others
Date Range:

Eeginning Date;  |rEERasis Ending Date: |mmfddfww

|




NOTE: The ‘Ending Date’ value is used to
determine which transactions to reflect.




IStory Detail Inquiry

I —

; Payline Leave Detail Inquiry - Microsoft Imternet Explorer
J File Edit “iew Favortes Toolz  Help

Department of Bgcounts
I I I B : i EN NN
- L ] Pﬂlulfﬂ?e EEENENEEES

Leave History Detail Inquiry

. Buhmit Requast -
Employee Name: JOHMN T STROUD Agency: | Demanstration Campany 7|
O "oy Type:
& All transactions within a date range

A specific transaction type within a date range

Leave
type:
T Annual T Sick T FamibyFersonal T Compensatory T Overtime [ Recognition

Al Others
Date Range:

Eeginning Date: |11ID1IEDDE Ending Date: |11ISDIEDUE|




IStory Detall Inquiry

; Payline Inquiry Results - Microsoft Internet Explorer
File Edit “iew Favortes Toolz  Help

W Ff R T

L

Leave Inquiry Results

Leave History Detail

Inquiry Employee Name: JOHMN T STROUD Agency: Demonstration Company

L eave Accruals reported as “earned” on e 15t of the monih are for the pay perfod ending the 90
leave accruals reported as "earned” as of the end of the month are for the pay period ending the 2440

Agency Leave Transaction Description Hours Date Date
Type From To

n0z2z0 Sk Sick Personal Taken 1.5 11072002 110872002
00230 =1 Sick Personal Taken 1.5 110720032 1110872002
00220 SF Sick Family Taken g.0 110772002 1150872002
00230 SF Sick Family Taken 3.0 11072002 1170372002
00230 SF Sick Family Taken 2.0 1150752002 1150872002
n0z2z0 SE Sick Personal Earned 5.0 11072002 110872002
00230 AT Annual Leave Taken 1.5 110720032 1110872002
00220 AT Annual Leave Taken 4.0 110772002 1150872002
002320 AT Annual Leave Taken 0.5 11072002 1170872002
00230 AT Annual Leave Taken 1.0 1150752002 1150872002
n0z2z0 AT Annual Leave Taken 3.4 11072002 110872002
00230 AT Annual Leave Taken 1.5 110720032 1110872002
00220 AT Annual Leave Taken 2.0 110772002 1150872002
002320 AE Annual Leave Earned 9.0 11072002 1170872002




- _
Leave Inquiry Results

-

nsactions show only the end
ot necessarily what the
slip shows. Results may differ

due to chaining.

Negative leave hours are possible if
agency personnel performed
maintenance on your record.




l‘;Jr zciclelltlonz
xplanatien oif CIPPS and/or Paylme

I |ve Manual (this Is an
anual but additional

N tiep can be found there) Is
located at the following web address:

hitp://\waw.doa.virginia.gov/Payroll/P
ayline/Payline _Main.cfm.



http://www.doa.virginia.gov/Payroll/P

